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Duti es Summary:

Pl ans and does | ayout, and operates various machines in
perform ng col d-type conposition of a variety of continuously
different materials to be printed on an offset press; and perforns
ot her duties as required.

Di stingui shing Characteristics:

This class reflects the skilled performance of typographical
conmposition and | ayout of a variety of materials, including
bookl ets, panmphlets, reports, standard forns, technical manuals
and gui des, directories and pronotional materials. The operation
of various machines used in cold-type conposition, producing
di splay type, reducing or enlarging conpositions and
illustrations, producing canera-ready copy, and other processes is
i nvol ved.

A position in this class is |located in an organi zati onal
segnent concerned with the preparation, reproduction, and
di stribution of publications and materials for a | arge departnent.
It is under the general supervision of a higher-Ilevel conpositor

Exanpl es of Duti es:

Consults with artists and requestors of printing, and
recomends | ayout, type styles, arrangenent and ot her el enents for
proper typography; types and arranges conposition of materials,

i ncluding | ayout, paste-up and designs; determ nes and selects the
nost suitable sizes and type faces based on legibility,

appropri ateness, harnony in effect and sufficient contrast for
attractiveness; determnes the unit vertical and horizontal
spacing to provide the required width and hei ght; determ nes the
pl acenent and spaci ng of indentations, headings, paragraphs and

f oot notes; sets up and operates machines for phototypesetting and
processi ng; proofreads and checks the copy, dates, statistics,
tabl es and contents; types canera-ready copy using conposing

equi prnent; scal es photographs for half-tone strip-ins for

negati ves; nakes vel ox enl argenments or reductions using a process
camera; operates equipnent to produce display type in a variety of
styles; may use drafting instrunents to draw |ines, boxes, charts,
tabl es, enbellishnents, etc.; orders supplies and nmaterials, and
maintains files of original artwork, display type, vendors, etc.;
conpil es work statistics; may assist in assigning and directing
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the work of hel pers or clerical assistants.

Know edge and Abilities Required:

Know edge of: Methods and practices of col d-type conposition;
various tools, instrunents and equi pnent used in cold-type
conposition; printing terns and nmeasurenents; nethods and
procedures in preparation of line copy for printing.

Ability to: Plan, layout and set up copy for a variety of
printed materials; care for and operate vari-typing and conposing
machi nes, and ot her equi pnent used in the work; nmake arithnetical
conmput ati ons; proofread and nake conposition corrections; scale
copies and illustrations in preparing |ayout; give and receive
oral and witten instructions; deal effectively with artists and
requestors of printing, and advi ses on proper conposition.

This is a change in title and an anendnent to the
specification for the class Conpositor approved on Cctober 19,
1970.
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